Approved For Re^se 2000/08/26 : CIA-RDP60-0(\3^6R0001 00350007-6 

"CHECK LIST" FOR REVIEWING VITAL MATERIALS 

So \r*> a' materia le considered Vital to your Office on deposit? 

A-** the VITAL MATERIALS current? 

- > Has obsolete material been withdrawn? 

'd *he Vital Materia s on deposit be put Into two groups? 

a . Those materials needed for immediate use. 

h. Those me ter is la the* would not be needed ?or Immediate use 
hut would he used to reconstitute the Agency? 

i. In the event it is necessary to evacuate from preaent relocation 
what, record* would be considered indiape usable and would require 
moving? Consider available, to accomplish thla move , only 
personnel end vehicles assigned to your office at relocation, 

"» Are the punched card deposits presently on file In repository 
arranged in the most read illy available for® to provide the 
required listings? 

7 <• Are there on file in repository current punch cord machim operating 
procedure# and boards wired for ready use? _ 

1* it feasible to replace certain present punched card deposits 
with listings? 

?- Are there listings that should be replaced with punched card# to 
provide more flexibility?^ 

10 , tv> the reels of microfilm include adequate indexing? 

11. How many fra toes of microfilm would require prints In the initial 

emergency period? 

12 » How many framed of microfilm would require prints for reconatruc - 
t 1 on? 

1?- Are the current Vital Materials deposit schedules complete? _______ 

• " - Are you depositing any of the following; 
a» Official Personnel Records? 

b. Official Fiscal, Finance aacf ’BuHgit Records? 

c . Official Security Records? 

d. Official Training Records? 

e. Official Medical Record#? 

It is not necessary for you to deposit the above as they are- placed 
in the Repository by the respective office creating the document. 
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